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Sections of this book are numbered (Capi- 
talization 1, Abbreviations 2, and so on). 
Hach section has numbered paragraphs. 
Where more than one paragraph applies, 
there is a cross reference. For instance, 1.2, 
1.9, 1.10 and 2.8 all deal with United States, 
U.S. or US and each is cross referred to ap- 
plicable situations. This cross reference ex- 
tends throughout all sections. 

Blank pages have been left for additions or 
notes. All pages are numbered. 

Examples in agate do not mean composition 
is required in that measure. 


AP STYLE BOOK 


fl Dia book is for the guidance and benefit of those engaged 
in writing and preparing the AP report. 

Presentation of the printed word should be accurate, 
consistent, pleasing to the eye and should conform to 
grammatical rules. 


The English language is fluid and changes incessantly. 
What last year may have been very formal, next year may 
be loosely informal. Word combinations, slogans and 
phrases are being added to and becoming part of the lan- 
guage. Alphabetical identifications are widely accepted. 


Because of the constantly changing usage, no compilation 
can be called permanent. Nor can any one volume be in- 
fallible or contain all the wisdom and information of the 
ages. When there is doubt, consult an authoritative source 
and stay with it. The effort in this book has been to provide 
applicable examples to as many problems as space permits. 


The AP has been aided in this work by the style committee 
of The Associated Press Managing Editors Association. 


The committee: William J. Foote, The Courant, Hartford, 
Conn., chairman; A. M. Glassberg, The Daily Herald, Everett, 
Wash.; Sam Ragan, The News and Observer, Raleigh, N.C., 
and William D. Reimert, The Call-Chronicle Newspapers, 
Allentown, Pa. 


To Members of The Associated Press: 


(ee a comprehensive style book 
is an unprecedented undertaking for 
The Associated Press or any other press asso- 
ciation. The project necessarily was ap- 
proached with considerable trepidation. We 
recognized that it is manifestly impossible to 
establish a typographical style which would 
be entirely satisfactory to all member news- 
papers. 

Nevertheless, efficient operation of Tele- 
typesetter circuits requires some reasonable 
standard. And, in the interest of those receiv- 
ing news over various circuits, it is necessary 
also to apply the same standard to Teletype 
circuits insofar as it is practical. The test is 
whether this standard produces the greatest 
good for the greatest number. 

The end result of extensive exploration and 
consultation in this work necessarily repre- 
sents many compromises between conflicting 
points of view. Hundreds of members par- 
ticipated in this exchange of ideas, ably as- 
sisted by the conscientious committee of The 
Associated Press Managing Editors Associa- 
tion. We hope that the decisions growing out 
of this distillation of varied opinions is rea- 
sonably pleasing and useful to all members. 

The essential give-and-take in such an un- 
dertaking is typical of this cooperative or- 
ganization. Through the lengthy discussion 
and correspondence preceding the issuance 
of this style book, the membership has re- 
peatedly demonstrated its awareness and 
appreciation of the necessity of resolving 
conflicts in differing points of view. For this 
we are most grateful. 


Frank J. Starzel 
General Manager 
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Capitalization 


Every conceivable situation in 
capitalization cannot be covered 
so the principle and purposes 
must be considered. In general, 
proper nouns shall be capitalized. 


1.1 Titles preceding (and at- 
tached to) names should be capi- 
talized. Titles standing alone or 
following names are lower case, 
except: 


1.2 President, when President 
of the United States is meant; 
head of any nation as Premier, 
King, Pope, Queen, Prime Min- 
ister, when referring to the per- 
son (not the office). 
candidate for president of the United 

States (See 2.8) 
no Breaivent may seize private prop- 

erty, etc. 


presidential candidate, presidential 
train 


13 Occupational titles or 
“false” titles are not capitalized: 


day laborer John Doe bargain base- 
ment ribbon clerk Jane Doe 

Yankee rookie southpaw pitcher Blank 
screen actress Palmer 


1.4 Positions of authority when 
used as titles are capitalized: 


Umpire Brown, Secretary Jones, Man- 
ager Smith, Treasurer Doe but when 
standing alone are lower case as the 
umpire, the secretary, the manager, 
the treasurer. 


1.5 Capitalize Union, Republic, 
Colonies when referring to the 
United States or the 13 Colonies 


but lower case federal, nation, govern- 
ment except in official titles (See 1.10) 


1.6 Senate, House, Legislature, 
Chamber of Deputies, House of 
Commons, Parliament, General 
Assembly when specifically iden- 
tified should be capitalized both 
as nouns and adjectives: 


1.7 U.S. Senate, the Senate 
(noun), Senate action (adjective) 


California Legislature, the Legislature, 


The Senate completed action on the 
House approved bill. 


(Apply the same rule to City Council 
and other such groups.) 


18 Capitalize congressional 
committees, Cabinet, Supreme 
Court, and specific courts: (See 
1.15) 

Senate Committee on Foreign Rela- 
tions, Senate Foreign Relations Com- 
mittee, Foreign Relations Committee 
but the committee; subcommittee of 


the Senate Labor Committee, the 
subcommittee. 


Secretary of State Dulles, Secretary 
Dulles; Dulles, secretary of state 


19 New York City Council, 
the Council; U.S. Navy, Air Force, 
Army, Marines (See 1.36) but 
Chinese Red army. 

Joint Chiefs of Staff, chiefs of staff. 


1.10 Official names of federal 
and state departments: 
U.S. Department of Agriculture, USDA 
(See 2.8) 
Federal Trade Commission 
Interstate Commerce Commission, ICC 
(See 2.1) but the department, the 
commission. 
New York State Thruway Authority, 
but the authority. 


1.11 Special events, holidays, 
historic events, ecclesiastical feast 
and fast days are capitalized: 


Mothers Day Battle of Bunker Hill 
Reformation Renaissance 
Ladies Day National Safety Week 
Halloween Christmas Old Glory 
(See 1.37, 2.20) 


1.12 Descriptive terms for spe- 
cific regions, localities or geo- 
graphic features should be capi- 
talized: (See 1.32, 1.37) 


Middle East the West 
Buckeye State Deep South 
Promised Land Arctic Circle 
Upper Peninsula (Michigan) Orient 


Midwest 
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1.13 Mere direction is not capi- 
talized when not a proper noun: 


east west northerly southernmost 
south Germany arctic (but East 
Germany, West Germany as political 
entities) (See 2.3) 


114 Calendar divisions are 
capitalized but not seasons (ex- 
cept in poetry): 


January February Monday Tues- 
day spring summer (See 2,12, 2.13) 


1.15 Specific courts of record, 
including local courts, are capi- 
talized when the official title is 
given: 


12th U.S. District Court 
County District Court 


Smith 
but the court 


116 Trade names (and trade- 
marked names) are capitalized 
but the noun is lower case: (See 
1.19, 1.32, 3.16, 6.14) 


Peace rose Lushus foods 
extinguisher Sabre jet 
Thunderjet (trade name) 


Foamite 
but 


1.17 Sun, moon and earth are 
capitalized only when used in 
series with other astronomical 
bodies which are capitalized: 


There are nine known planets and in 
their order of distance from the 
Sun are Mercury, Venus, the Earth, 
Mars etc., but 


The moon is smaller than the earth. 


1.18 All words denoting the 
Deity, all names of the Bible and 
other sacred writings and names 
of all confessions of faith and 
their adherents and words spe- 
cifically denoting Satan are capi- 
talized (except who, whose, 
whom) (See 7.1, 7.15) 


Divine Father but divine guidance, 
Hades but hell 


Biblical Scriptures 


119 Proper names and de- 
rivatives of proper names are 
capitalized except where those 
names have acquired independent 
common meaning or no longer are 
identified with the names as: (See 
1,16) 


brussels sprouts dutch door 
green plaster of paris 


paris 


1.20 Proper names of ani- 

mals are capitalized: 

Hereford Plymouth Rock 
tian Palomino 


but not the kinds: whiteface, bantam, 
terrier, horse. 


Dalma- 


1.21 Names of all races are 
capitalized: 


Caucasian, Negro, Indian, Chinese, 
Oriental, Occidental 

but white, black, yellow, red (not col- 
ored) (See 7.2) 


Gypsy in the formal sense but 
“it was the gypsy in him.” 

(Identification by race should 
be made ONLY when it adds 
something to the story or is re- 
quired.) 


1.22 Wars of historical sig- 
nificance are capitalized: 


World War I World War Il 
World War Civil War War of 
1812 Warof Independence Korean 
War the Revolution (U.S. and 
U.S.S.R.) (See 2.7, 2.8, 4.17) 


first 


1.23 Degrees are capitalized 
when abbreviated, lower case 
when spelled: 

B.A., bachelor of arts 


1.24 Titles of books, plays, and 
songs are capitalized: 
“The Courtship of Miles Standish.” 
(Usually a, of, in are not capi- 
talized except at start or finish as: 
Of Thee I Sing or All Returns 
Are In.) 


1.25 Political parties are capli- 
talized: 


Democrat, Republican, Socialist, Liber- 
al, Communist, Nazi, Fascist, but in 
the general sense are lower case as 
democratic form of government, re- 
publican system; a Republican, a 
Democrat. 


1.26 Fraternal organizations 
are capitalized in the spelled out 
and abbreviated forms: (See 1.31, 
2.1, 3.16, 3.47, 4.13) 


Knights of Columbus (K. of C.—note 
variation in abbreviation with use of 
preposition.) Ancient, Free and Ac- 
cepted Masons AF&AM B’nai 
B'rith (no abbreviation) 


CAPITALIZATION 


127 The first word of a di- 
rect, or indirect, quotation is 
capitalized when the matter 
which follows makes a complete 
sentence in itself (also after com- 
ma or colon in the same construc- 
tion). (See 3.17) 


Franklin said, “A penny saved is a 
penny earned,” 


To that he replied: “Go fly a kite.” 


The situation is this: Do we change or 
don’t we? 


1.28 Sports events of recog- 
nized standing are capitalized: 
(See 9.6) 


Kentucky Derby but the derby, Davis 
Cup but the cup 


129 The first word of a sen- 
tence is capitalized. 


1.30 In titles, ex- and former 
are lower case: (See 3.46, 5.3) 
ex-champion, former President Hoover 


1.31 Abbreviations usually are 
capitalized, with or without pe- 
riods. (See 1.26, 2.1, 3.5) 


1.32 The common noun is 
capitalized when forming an es- 
sential part of a proper name but 
lower case when used alone as a 
substitute: (See 1.16, 1.19) 


Hoover Dam, the dam Great Lakes, 
the lakes Ohio River, the river 
Statue of Liberty, the statue 


Carleton House (hotel) Carleton 
house (home) Blue Room Cas- 
cade auditorium 


Joplin Junior College but the college 


Ottawa Consolidated High School but 
high school 


Barr County Courthouse (title) but 
county courthouse, county, court- 
house 


Barr, Baker and Simms counties 


1.33 Official names when used 
as titles of organizatons, expo- 
sitions, etc., are capitalized, as: 


American Legion, Boy Scouts, Red 
Cross; the legion, the scouts. 


Descriptive is lower case as: 
third annual Iowa State Fair, 
third annual fair. 


1.34 Foreign names should fol- 
low the spelling preferred and 
used by the person regardless of 
grammatical rules. In general, 
foreign particles d’, da, della, de 
and von are lower case when 
used with a forename or title. 
(Van in Dutch names usually is 
capitalized.) (See 1.29) 


E. I. du Pont de Nemours but Du 
Pont 

Field Marshal von 
Mackensen 


Mackensen, Von 


1.35 When foreign names are 
anglicized the particles usually 
are capitalized even when pre- 
ceded by forename or title. Again, 
individual usage and preference 
shall be the guide. (See 1.29) 


Justice Van Devanter Tertius van 
Dyke (his usage) Irenee du Pont 
Samuel F. Du Pont (his usage) de 
Haviland (always) 


136 Marine is capitalized 
when standing alone as a spe- 
cialized group as Evzone, Swiss 
Guard, Queen's Fusilier, Bengal 
Lancer. Others are lower case 
standing alone as soldier, sailor, 
airman. (See 1.9) 


1.37 Fanciful appellations are 
capitalized: 


Keystone State, South Side, Galloping 
Ghost, Leatherneck, Doughboy (See 
DAT 142; 1325 93.24) 


1.38 Military decorations are 
capitalized: 


Congressional Medal of Honor, Silver 
Star, Croix de Guerre 
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Abbreviations 


Abbreviations serve to facilitate 
reading, avoiding dull repetition 
of cumbersome spelled names. 
Abbreviations which would not 
be clearly understood to the aver- 
age reader should not beused. Ex- 
cept for generally known abbre- 
viations, first mention should be 
the spelled name. 


2.1 In shortened names of 
groups, government agencies, mil- 
itary or civil organizations, radio 
stations, time zones and common- 
ly known corporations, the abbre- 
viations are used without spaces 
or periods: (See 1.26, 3.24 excep- 
tion) 

ECA TVA FCC ICC CIO AFL 
YMCA YWCA YMHA YWHA DAR 
RFC B&O DAR EST EDT AT&T 
AWOL MP KP SP AP GI GIs 


GI's GIs’ MIG MIGs (See 1.10, 2.15, 
3.35) 


2.2 Business firms are abbre- 
viated: 


Co. Bro. Bros. Inc, 


Ltd. Assn. (See 2.16) 
(but Twentieth Century Limited as 
trade name.) (See 1.16, 2,17) 


2.0 When used as addresses 
abbreviate: 
St. Blyd, Ave. Sq. Ter. Pl. 
N.E.S.W. (when single) 
16 E. 72nd St. 1720 B, NW (see 1,13) 
4407 Wilson Blvd. Wilson Blvd. at 
47th 4 W. 6th St. (See 4.19) 
but Wilson boulevard will be paved. 
Points of the compass do not 
take periods except in latitude 
and longitude (See 3.7) and in 
Single use. (See 10.31) 


2.4 Lower case abbreviation 
usually take periods: 


f.o.b. c.o.d. 
a.c, 
exception mm or mm. in measurement 
(See 3.5, 4.6, 8.4) 


a.m. p.m, 


2.5 Names of states are ab- 
breviated when immediately fol- 
lowing geographic terms (towns, 
cities, airbases, airports, Indian 
agencies, national parks, etc.) The 
standard abbreviation for states: 
(See 3.24) 


Wis. W. Va. 

Idaho, Iowa, Ohio Maine, 
Alaska and Hawall are not 
viated. 

(Example: Ada, Okla. but citizen 


of Oklahoma.) 


2.6 Territories, Canadian prov- 
inces and other commonly known 
provinces are abbreviated but 
only when preceded by name of 
community: 


V.1. Alta. 
Que. Ont. 
N.B. 


B.C, 


N.S Sask. 


B.W.1. 
(Note: B.C. as an era must follow 
date.) 


2.7 Names of foreign coun- 
tries always are spelled: 


England, France, Germany, etc. (See 
1.22 exception) 


2.8 United States, Union of 
Socialist Soviet Republics and 
United Nations are abbreviated, 
capitalized and with periods: 
(See 1.2, 1.9, 1.10) 

U.S. U.N. _ U.S.S.R. (See 1.22) 
U.S. Junior Chamber of Commerce 
except in a series as U.S. Information 

Service USIS, U.N. Educational, So- 

cial and Cultural Organization 

UNESCO, USS Missouri. 

Always spell out United States 
when used as a noun. 
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2.9 Religious, fraternal, scho- 
lastic or honorary degrees used 
after the name of an individual 
are capitalized and periods are 
used. The sequence: Order, re- 
ligious first; theological degrees; 
academic degrees earned; honor- 
ary degrees in order received, as: 


J. N. Karney, C.S.C., S.T.Lr., LL.D., 
Ph. D. (See 1.23) 


2.10 Titles are abbreviated and 
capitalized: 


Mr. Mrs. Dr. M. Mlle. 
Prof. Dist. Atty. 
Dep. Asst. Mser. 
Lt. Gov. Gov. Gen, 
1.3, 1,4) 


Mr. is not used as a title of 
respect. It is used only in Mr. and 
Mrs., or the Rev. Mr. (See 7.5) 


Rev. 
Rep. 
Gen. 
Supt. (See 


2.11 Do not abbreviate: 


port, point, detective, commandant, 
commodore, field marshal, general 
manager, postmaster general, secre- 
tary general, general of the armies 
(but Gen. when used alone, or Field 
Marshal Gen. (See 2.19) 


names of 
in specific 


2.12 
months 
dates: 
Sept. 30, 1953, but September 1953 

(March, April, May, June and 
July are not abbreviated at any 
time.) 


Abbreviate 
when used 


2.13 Days of the week are 
not abbreviated except in tabula- 
tions and then only where neces- 
sary. If abbreviated: 

Mon, Tues. Wed. Thurs, Fri. Sat. Sun. 


2.14 Abbreviate Ft., Mt., when 
used with physical geographic 
point or military establishment: 


Mt, Everest Ft. Douglas 
but not when part of city mame as: 
Mount Vernon, Fort Myers. 


2.15 Abbreviate St. and Ste. 
(One exception 6.2) 


Sault Ste. Marie 
St. Louis 


St. Lawrence 


2.16 Abbreviate radio and tel- 
evision stations: 
WABC WABC-TV KTUL NBC 

2.17 Organization and corpo- 
rate abbreviations may not be an 
exact contraction of letters, and 
there is a difference between the 
organization and the member: 


Coast Guard Women’s Reserve (SPAR). 
SPAR is the organization, Spar the 
member. (The same with WAC Wac, 
WAVE Wave.) 

Pan American-Grace Airways, 
agra (See 5.6) 

Pan American World Airways, PAA 

Kansas, Texas & Pacific, Katy 


Pan- 


2.18 When names of widely 
known persons are abbreviated to 
initials, the period is used: 


otha old J.B.” F.D.R, F.P.A. (See 
7) 


2.19—Military abbreviaticns: 
(See 2.11, 6.12) Commissioned of- 
ficers: 


Air Force and Army 
General Gen. 
Lieutenant General Lt. Gen, 
Major General Maj. Gen. 
Brigadier General Brig, Gen. 
Colonel Col. 
Lieutenant Colonel Lt. Col. 
Major het f 
Captain Capt. 
First Lieutenant 1st Lt. 
Second Lieutenant 2nd Lt. 


Navy 

Admiral 
Fleet Admiral 
Vice Admiral Vice Adm. 
Rear Admiral Rear Adm. 
Commodore (no abbreviation) 
Captain 
Commander 
Lieutenant Commander 
Lieutenant 
Lieutenant (Junior Grade) 
Ensign 

In the Navy, Chief Petty Offi- 
cer (as title capitalized, but after 
name lower case) is C.P.O. and 
there are three grades, 1, 2 and 3. 
There are 83 grades of enlisted 
men ranging from airman appren- 
tice to yeoman and abbreviations 
for these would not be understood 
generally. Ratings should be 
spelled, if necessary to use, but 
Seaman First Class is abbreviated 
S.1,.C. 


Adm. 
Fleet Adm. 


Capt. 
Cmdr. 
Lt, Cmdr. 


Lt. 
Lt. (J).g.) 
Ens. 


ABBREVIATIONS 


The Army has abandoned “tech- 
nical” as a designation for ser- 
geant. The enlisted man abbre- 
Viations: 


Master Sergeant M, Set. 
Sergeant, First Class Sgt. 1.C. 
First Sergeant Ist Set. 
Sergeant Set. 
Corporal SE 
Private, first class Pfc, 
Private Pvt 


Warrant officer abbreviations: 


Chief Warrant Officer C.W.O. 
Warrant Officer, junior grade 
W.O. (j.zg.) 


Air Force abbreviations (en- 
listed men): 


Same as Marines. 


Marine designations: (See 1.36) 


Technical Sergeant T.Segt. 
Staff Sergeant 8.Set. 
Commissioned Warrant Officer C.W.O. 
Warrant Officer Ww.o. 


2.20 Do not abbreviate Christ- 
mas as Xmas. (See 1.11) 
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Punctuation 


Punctuation is the visual in- 
flection. The marks should clarify 
meaning and, like shouting, should 
be employed Sparingly. Skillful 
phrasing avoids ambiguity, in- 
sures correct interpretation and 
lessens need for punctuation. 

When punctuation is used, it 
should be employed solely to 
bring out what is intended. If 
punctuation does not clarify it 
should be omitted. 


THE PERIOD 


3.1 The period is used after a 
declarative or imperative sen- 
tence which is not exclamatory: 
(See 3.26) 


Johnson was not hurt. 
is Vermont marble. 


The facing 


3.2 The period is used after a 
question intended as a suggestion 
(not requiring an answer) or an 
indirect question: 


Tell how it was done. 
expect an early reply. 


May we 

3.3 The period is used instead 
of parentheses or dashes after a 
letter or number in a series. (See 
3.25) 


A. Korean War. B. Domestic policy. 
1, Punctuate properly. 2. Write s mply. 


Instead of: (A) The Korean or 
A—The Korean 


3.4 The period is used for ellip- 
sis and in some column material: 


The combination . . . was secure. 
John Hay starred. ... Esther Williams 
gets the role. 


3.5 The period is used in some 
abbreviations: 

U.S. U.N. N.Y. 
BC. f.0.b. c.o.d, 
(See 1.9, 2.2 to 2.6, 2.8 to 2.10, 

2.12 to 2.14, 2.17, 4.6) 


N.C, A.B. 


3.6 The period is used to sepa- 
rate integers and decimals: 


3.75 per cent $8.25 
(See 4.11, 4:15, 4.20) 


1.25 meters 


3.7. The period is omitted after 
letters used casually as a name 
and where the person omits them 
in his signature: 

A said to B that he was not watching. 
JS Gray (his usage) 

(See 1.10, 1.26, 2.1, 2.8, 2.15, 2.16) 
and is omitted in compass points 
as NNE, NxE (See 2.3) but in- 
cluded in 7 degrees N, latitude, 
12 degrees W. longitude. (See 
10.31) 


THE COMMA 


3.8 The comma is used to sepa- 
rate words or figures that might 
be misunderstood: (See 4.15) 


What the solution is, is a great ques- 
tion. 
Aug. 1, 1963 1,307,653 


3.9 The comma is used after a 
series of coordinate, qualifying 
words: 

The woman was portomed, dressy, 

short, slender and old. 

X, y and z 1, 2 and 3 
Brown of Arkadelphia, S.D., said 

and between the title and organi- 
zation (name and number) Wood- 
ring, secretary, The Pantheon Co. 
American Legion Post, No. 110. 


Note: Usage has eliminated the 
final comma in the series before 
“and” and “or” as a departure 
from text books. There still, 
however, might be occasion for 
the comma before the conjunction 
in a compound sentence, as: 


Fish abounded in the lake, and the 
shore was lined with deer. (See 3.13) 


18 AP STYLE BOOK 


3.10 The comma is used to set 
off parenthetic words, phrases or 
clauses and scores: (See 4.21, 
9.27) 


The work, he said, was exacting. 

Milwaukee 7, Brooklyn 6. (See 3.35, 
4,21, 9.27) 

The basis will be found in Title XIX, 

chap. 2, page 15. (See 4.17) 


(but: The car which failed lost 
the race.) 


3.11 The comma is used to 
separate in apposition or contrast: 
Smithwick, the favorite, won handily. 


3.12 The comma is omitted be- 
tween name and abbreviation of 
persons, before the ampersand, 
before the dash, in street ad- 
dresses, telephone numbers, years 
and serial numbers, (See 4.15) 


John Jones Jr. Smith, Jones & Co, 
ORegon 3-3617 1628 Oak St. 
A16503421 


THE SEMICOLON 


3.13 The semicolon separates 
phrases containing commas to 
avoid confusion; separates clauses 
where the conjunction is implied 
but omitted; separates statements 
of contrast or statements too 
closely related in meaning to be 
separate sentences and separates 
phrases in lists: 


No, sir; I did not see him. 

The draperies, which were ornate, dis- 
pleased me; the walls, of a light blue, 
were easy on the eyes. 

George Lake, Waterloo; Henry James, 
Washington; Harry White, Kalama- 
aay and William Smith, Seattle. (See 
The party consisted of B.M. Jordan; 

R.J. Kelly, his secretary; Mrs. Jordan; 

Martha Brown, her nurse; and three 

servants. (Seven persons, but with- 

out semicolons the party would num- 
ber nine.) 


THE APOSTROPHE 


3.144 The apostrophe is used 
for possessives and in some ab- 
breviations and its use should be 
determined by the rules of gram- 
mar. 


3.15 Usually the possessive of 
a singular noun not ending m 
“3? is formed by adding the 
apostrophe and “s”; in the plural 
ending with “‘s” or “ce” the apos- 
trophe only is added. 

prince’s 
Essexes’ Jones’ 
hostess’ hostesses’ 
Mars’ Jesus’ GI Gis 
GIs GIs’ three R’s class of 


90 John Jones *01 (but 90s) 
His U’s are like V’s and his 2s like Z's. 


man’s men’s princes’ 


Essex’s 
Joneses’ 


3.16 The official form is to be 
followed as to use of the apos- 
trophe in geographic, institution, 
firm or organization name: (See 
1.26) 

Johns Hopkins University 
Harpers Ferry Court of St. James’s 
Masters, Mates & Pilots’ Assn. 


Actors Equity Assn. Harper’s Weekly 
Readers Digest B’nai B’rith D’Arcy 


THE COLON 


3.17 The colon precedes the 
final clause summarizing prior 
matter; marks a discontinuity of 
construction; separates a com- 
plete but connected sentence (See 
1.27) and introduces listings or 
statements, and takes the place of 
an implied ‘“‘for instance”: 


Highline riding is not outdoor sport: 
it is work. 


3.18 The colon introduces fol- 
lowing matter, whether in sen- 
tence or paragraph form: 

This question came up: What does he 
intend to do? 
The states and sums allotted are: Ala- 


bama $6,000; Arizona 3,000; Arkansas 
ete (See 4.9) 


3.19 The colon is used in ex- 
tended clock time: 1:24:30.1 
(hours, minutes, seconds, tenths) 
in sports, earthquakes and timed 
events. (See 4.12, 9.18) 
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3.20 The colon is used in Bibli- 


cal and other citations: 
Matt. 2:14 (See 7.19) Missouri Statutes 
3: 245-260 


THE EXCLAMATION POINT 


3.21 The exclamation point is 
used to indicate surprise, appeal, 
incredulity or other strong emo- 
tion even in an interrogative sen- 
tence: 


How wonderful! What! 


“Wow! 
Who yelled, “Come here!” 


THE QUESTION MARK 
3.22 The question mark is used 
after a direct question and at 
times to mark a gap or irony or 
indicate uncertainty. In the lat- 
ter uses the mark is enclosed in 
parentheses: 


What sD penbd to Jones? 
Many doubts disquieted him. Should he 


£0? What should he take? Would he 
be accepted? 


She asked him for a genuine (7?) 
diamond. 


3.23 The question mark also is 
used in proceedings of public 
bodies, dialogue, interview and 
court report: (See 3.3) 

9. Were you there? A. I don’t remem- 
Q. (by the court) Why can’t you re- 


member? Were you drunk? A. I just 
don’t remember. 


PARENTHESIS 


3.24 Parentheses are used to 
set off material which is not part 
of the main statement, or an 
identification or grammatica) ele- 
ment of a sentence important 
enough to be included. Paren- 
thetical matter is closely related, 
differing from matter separated 
by dashes. The dash indicates an 
abrupt change. (See 3.32) 


Sen. Smith (D-WVa) Sen. Taft 
(R-Ohio) (See 2.1, 2.5) Harold 
(Red) Grange, the Galloping Ghost 

John (Tiger) Smith 

The Niles (Mich.) Star, the Star of 
Niles, Mich. 

It is not the general custom in Eu- 
rope (at least in the countries I visited) 
but is very common in South America. 


3.25 Parentheses are used to 
set off figures or letters in a series 
within a sentence (as different 
from 3.3): 

The order of importance will be (a) 
general acceptance, (b) costs and (c) 
opposition by leaders. 

The water is (1) tepid, (2) muddy from 


silt, (3) unpalatable and (4) hardly 
fit to drink. 


3.26 Parenthetical matter at 
the end of a sentence is placed 
before the period unless it is a 
complete sentence in itself: (Note 
exceptions in statistical cross ref- 
erences in this book.) (See 3.1) 
He habitually uses two words incor- 

rectly (practical and practicable), 


(The foregoing was excerpted from an 
essay.) 


3.27 When parenthetical mat- 
ter makes more than one para- 
graph, start each paragraph with 
a parenthesis and end the final 
paragraph with a parenthesis. 
(Note 10.25) 

(The background included statements 
by the chiefs. 

(In these statements, agreement was 
noted, 


(However, the feeling was not unani- 
mous.) 


QUOTATION MARKS 

3.28 Quotation marks enclose 
direct quotations and some words 
or phrases in ironical use, politi- 
cal controversy, or use other 
than true significance. Some ac- 
cepted sobriquets or misnomers 
take quotation marks instead of 
parentheses (See 3.24) but nick- 
names should be in parentheses: 


“lame duck” amendment “Fair Deal” 
“Old Guard” “gentlemen’s agree- 
ment” Define “neologism.” (See 3.30) 

He uses “and-ah” too much in con- 
versation. 

(Note: New Deal has been ac- 
cepted as part of the language 
though it was, and is, politically 
controversial.) 
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3.29 When quotations are brok- 
en into several continuous para- 
graphs, each paragraph should be 
started with quotation marks, and 
the quotations marks placed at 
the end of the final paragraph. 


830 The comma and final pe- 
riod are placed inside the quota- 
tion marks. Other punctuation 
marks should be placed inside 
quotation marks only when they 
are part of the quoted matter: 
(See 3.28) 

The coach shouted, “Let’s go!” 


He asked “Why?” 


Why call it a “rentlemen’s agree- 
ment’? 


Ruth said, “Whither thou goest, I will 
go.” 


3.31 Where possible, quotation 
marks should be limited to three 
sets (double, single, double). If a 
fourth set is needed, the single 
quote is used for the fourth: 

“The question is, ‘Does his position 
violate the ‘“gentlemen’s ‘posthaste’ 


agreement” so eloquently described by 
my colleague as “tommyrot’’?’ ”’ 


THE DASH 
3.32 The dash marks a sudden, 
or abrupt, change in thought. 


The dash sometimes is used in- 
stead of parentheses. (See 3.24, 
10.25) 

He claimed—no one denied it—pri- 
ority. 

If that man should gain control—God 
forbid!—our troubles will only have 
begun. 

The monarch—shall we call him a 
knave or a fool?—has approved this. 


3.33 The dash also is used after 
the logotype in datelines: 


(AP)—Mayor Jones etc 
(Distinction should be noted 
between the hyphen and the dash, 


The hyphen joins. The dash sepa- 
rates.) 


THE HYPHEN 

334 The hyphen is one of the 
most overworked, improperly 
used punctuation marks. The hy- 
phen should be used only to di- 
vide words,.to form compounds 
(consult the dictionary in case of 
doubt), in some cases of abbrevia- 
tion, for clarity, and in scores. 


3.35 The general rule for using 
the hyphen in abbreviations: Like 
characters are hyphenated, unlike 
characters are printed solid: 


A-bomb U-boat 20-20 vision 
30-30 caliber 3D B29 MIG15 
W2UNR (radio) 3-2 (score) 
IC4A 


Exception: 4-H as an organization 
of no other designation. 


3.36 The hyphen is used for 
clarity: 


A 6-foot man eating shark was killed. 
(The man was.) 

A 6-foot man-eating shark was killed. 
(The shark was.) 
fourth-rate power 


never-never land 
337 The hyphen is used for 

double occupation or office: 

poet-artist secretary-treasurer 


3.38 Use the hyphen to sepa- 
rate a prefix ending in a vowel 
when followed by the same vowel 
where there may be confusion ex- 
cept where common usage has 
closed the word: 


pre-empt re-echo (coordinate) 


339 CAUTION: An _ adverb 
ending in “ly” NEVER takes a 
hyphen when used with an ad- 
jective to form a compound ad- 
jective. It is: 


badly mangled 


fully informed 
newly chosen 


3.40 A hyphen sometimes is 
used in a compound word which 
is so long, or unusual, as to be 
confusing: 


post-revolutionary 
co-worker 


ultra-fashionable 
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3.41 The hyphen is used to 
differentiate between words of 
similar or identical spelling but 
different meaning. 


correspondent co-respondent recover 
re-cover over-all overall resent 
re-sent 


3.42 The hyphen is used to 
separate a prefix from a proper 
name: 


ante-Christian pre-Raphaelite 
un-American 


3.43 The hyphen has been 
abandoned in usage in words 
formed with “week”: (See Sec- 
tion 5) 
weekend festivities, this weekend. 


3.44 The suffix wide now has 
become solid: (See Section 5) 
nationwide citywide statewide 


3.45 Do not hyphenate vice 
president, commander in chief, 
sergeant at arms, etc. 


3.46 The prefix “ex-” is hy- 
phenated: 


ex-champion ex-serviceman (See 
1.30, 5.3) 


THE AMPERSAND 
3.47 The ampersand is used in 
abbreviations and firm names: 
Bers Co. AT&T (See 1.26, 2.1, 
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Numerals 


4.1 Figures are more readily 
comprehended by the reader in 
scientific, technical and tabular 
matter but for special reasons 
numerals may be spelled in some 
cases. Astronomical round sums 
are more readily comprehended 
when spelled than with a string 
of ciphers. 


4.2 Figures are used in isolated 
Sums and series of sums of 10 or 
more: (See 4.4) 


12 miles 110 ballots 
21 pistols 


4.3 Spell figures less than 10 
(note exceptions 2.3, 4.4, 4.20) 
one, two, eight, nine. first, third, ninth. 

4.4 In a series of related ex- 
pressions treat all alike: 


Means had 3 suits, 12 pairs of shoes, 
65 shirts, 102 ties, 2 overcoats and 
1 trunk, 

There were three horses, 
six pigs and one dog. 


4.5 In a series of related, but 
doubled, numerical expressions, 
use both figures and spelled nu- 
merals (each in its own series): 


There were three 5-room houses, ninety 
4-room houses, one i10-room house 
and six 8-room houses. 


4.6 Exact, or specific, quanti- 
ties or measurements in series 
are expressed in figures: (See 
4.4) 

The 4-man team ran the 1 mile relay 
in 3 minutes, 20 seconds. (in sports 
summaries the time would be given 
7:03:20) (See 3.19, 9.18, 9.26, 9.27) 

The treatment may require 2 to 10 


injections over a period of 4 to 24 
hours. 


380 spectators 


two cows, 


6:30 p.m. 6 o’clock (but never 
6 p.m, o’clock) 
6-year-old 6 years old 5 feet 2 


John Doe, 40. 

52 years 11 months 4 days 2 hours (age) 

52 years, 11 months, 4 days, 2 hours 
(series) (See 3.9) 

June 1953 June 1, 1953 May 3 to 
July 3, 1953 Sept. 3-15, 1953 May 
1953-54 (See 3.35) 

414 per cent bonds 0.1250 inch .30 
caliber 75mm. artillery French 
75 105mm. howitzer (See 2.4) 

8 by 12 inches (except when meaning 
clear, 8x12 may be used), 

U.S. Highway 101 or U.S. 101 Arizona 
3 State Road 3 train No, 2 cell 
block 15 $4.95 shirt 


4.7 The dollar sign is not used 
in round sums of millions or bil- 
lions, Spell instead: 


one million dollars, 20 billion dollars 

but: $1,657,318 $2,015,344,221 $1.25 
$20.70 $100.65 $1,402.20 $10,000 
$250,000 (See 4,9) 


4.8 The English pound sign is 
not used. When such sums are 
carried “pounds” follows the 
figure: 


16,503 pounds one million pounds 


4.9 There is no need to repeat 
the dollar sign (or “dollars” 
“pounds”) if the meaning is clear 
that subsequent sums are dollars 
or pounds. (See 3.18) 


4.10 Fractions are confined (in 
figures) to elghths: 
% % 3% YW 56 % % 
Other fractions are spelled: 


three-sixteenths twenty thirty-sec- 
onds (See 3.35) 


4.11 Decimalized fractions are 
avoided except in tabular matter. 
In textual matter: 


2% million (not 2.5 million) (See 3.6) 
2,333,000 (mot 244 million) 


4.12 Time sequences are ex- 
pressed in figures even when be- 
low 10: 


2:30:21.6 (hours, 
tenths) (See 3,19) 
6 o’clock (See 4.6) 


minutes, seconds, 


4.13 Casual figures may be 
spelled: 

A thousand times no! 

I wouldn’t touch it with a ten-foot pole. 
(But if exact measure: The flag hung 
from a 10-foot pole.) 

Yankee nine, Dartmouth eleven, mixed 
foursome 

Thirty Years War (but 54-40 or Fight, 
20-30 Club) (See 1.26, 3.35) 


4.14 Street addresses, serial 
numbers, phone numbers, sports 
scores are printed solid: (See 
3.12) 
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4.15 Kilocycles and meters 
(radio) are printed solid through 
four figures but a comma is used 
in a series of five or more figures: 


1450 kilocycles 25,000 kilocycles 
12.4 meters 10,000 meters (but 
metric weights, areas, measurements, 
distances carry the comma in the 
usual series of three figures: 1,260,031 
kilometers.) 


4.16 Figures are spelled at the 
start of a sentence in textual 
matter: 


Fifty men were in the first contingent. 
(See 3.3, 9.26) 


4.17. Roman numerals are used 
for personal sequences, wars, 
Popes, royalty, yachts and horses: 


Pope Pius XI John Jones III 
Shamrock IX Hanover Il World 
War I World War II (See 1.22, 3.10) 


4.18 Ordinals below ten are 
spelled except in classifying or- 
chestra instruments or voices, in 
addresses or in political or mili- 
tary divisions: 


Ist Army Ist Ward Ist violin 
2nd tenor first contingent 


4.19 Ordinals above 10 carry 
the th, nd, rd, st: (See 4.18) 
22nd 33rd 4ist 54th (See 2.3) 


4.20 Write it: 


No. 1 man, No. 1 candidate, No. 1 boy 
(See 4.3) 


4.21 Scores, betting odds, votes 
are given in figures: 


4-1 2-1 165-151 6-4, 6-4, 4-6, 6-4 
(except golf where “3 and 2” is cor- 
rect usage.) (See 3.10, 3.35, 9.27) 
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Compounds 


5.1 Compounds usually are 
printed solid but for easier read- 
ing and to conform (with noted 
exceptions) to dictionary spelling 
the hyphen sometimes may be 
used: avoiding a doubled vowel 
(pre-empt, See 3.38); assuring 
distinct elements or comprehen- 
sion of intended meaning (re- 
cover, See 3.41); leaving a nor- 
mally capitalized word (See 3.42) 
or joining a combining form or 
prefix in an already hyphenated 
compound (pro-Pan-American), 


5.2 Distinction should be made 
between the literal and non- 
literal: (See 5.4) 


lineup line up sideline side line 
Water is crystal clear crystal-clear 
water 


tear-dimmed tearsheet 


5.3 Titles taking ex-, -elect 
and double occupations use the 
hyphen: 


ex-officio Gov.-elect 
writer (See 1.30, 3.37, 3.46) 


speaker- 


5.4 Caution should be exer- 
cised in a succession of words in- 
tended as a compound or when 
only a collocation: (See 5.2) 


Someone will do it. Some one of these 
is good. 

Everyone talks about it. Every one 
will count, 


5.5 The prefix trans usually is 


solid: 


transatlantic transpacific 
(Exceptions: trade name, firm name, 
nation or country as trans-Siberian.) 


5.6 The prefix pan varies: 


Pan American Union panchromatic 
Pan-American Pan-Slav. 
Because of the variations, conform 
to the source. (See 2.17) 


5.7 Re-read 3.39. 
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Spelling 


6.1 The first preference in 
Webster’s New International Dic- 
tionary, the U.S. Postal Guide, 
U.S. Board on Geographic names 
and National Geographic Society 
Shall be the guide for spelling 
with certain noted exceptions, 
Wire services have agreed on 
some spellings which differ from 
the authorities cited. 


6.2 Exceptions in National Ge- 
ographic foreign spelling in the 
list following are in light face 
type and conform to agreed spell- 
ing. Places listed in bold face are 
not exceptions but are given here 
for reference because of contro- 
versy or ‘because they frequently 
are misspelled, 


Algiers East Cape 
Antioch Faeroe I, 
Antwerp Florence 
Archangel Foochow 
Athens ~ Formosa 
Bangkok Formosa Strait 
Baghdad Frankfurt 
Basel Geneva 
Beirut Genoa 
Belgrade Goteborg 
Bern Gulf of Riga 
Brest Litovsk The Hague 
Brunswick Hamelin 
Brussels Hannover 
Bucharest Harbin 
Coblenz Havana 
Cologne Helsinki 
Copenhagen Hong Kong 
Corfu Indochina 
Corinth Jakarta 
Dairen Jordan 
Dublin Katmandu 
Dunkerque Kingstown 
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Kurile I, Rome 

Leghorn Salonika 

Lisbon Saint John, N.B. 
Macao (See 2.15) 
Marseille St. Johns, Nfld. 


Mexico City 


Sofia 


Milan Sparta 
Moscow Taipeh 
Mt. Sinai (See Tehran 

2.14) Thailand 
Mukden Tiflis 
Munich Turin 
Naples Valletta 
Nuernberg Mt. Vesuvius 
North Cape Vienna 
Olympus Viet Nam 
Padua Warsaw 
Peiping Wiesbaden 
Pescadores I, Wrangel I. 
Prague Yellow R. 
Rhodes Yunnan Prov. 
Romania Zuider Zee 


(Note: While it is Viet Nam the 
country, it is Vietminh the po- 
litical party; Vietnamese the citi- 
zen of Viet Nam.) 


6.3. The rule of thumb on for- 
eign spellings is to omit diacriti- 
cal marks (umlauts, etc.) 

In Spanish names the surname 
often comes ahead as: Jose Tru- 
jillo y Lopez (Trujillo is the sur- 
name). 

In German geographic names 
an “e” is used instead of the um- 
laut so that Niirnberg becomes 
Nuernberg. 

In cases where new names may 
not be generally known, twin 
forms may be used as: Gdansk 
(Danzig). 

There is no better authority 
than the source. 
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6.4 Commonly used and fre- 
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quently misspelled words: 


adviser eyewitness 
accommodate _ fulfill 
anyone goodby* 
ax harass 
baritone judgment 
bettor likable 
clue naphtha 
cannot percentage 
consul permissible 
council post office 
counsel propeller 
chauffeur restaurant 
cigarette sizable 
consensus skillful 
drought weird 
employe* whisky 
embarrass 


*preferred spelling, exception to 
dictionary. 

Blond is male and shade (col- 
or) and blonde is female. 


Under way is two words. 


6.5 Be certain of U.S. spellings. 
(See 6.1) 


Frequently misspelled coun- 
ties: 


Allegany in Maryland and New _ York 
ALE SnAnY in North Carolina and Vir- 


a 

Allegheny in Pennsylvania 

Cheboygan in Michigan 

Sheboygan in Wisconsin 

Green in Kentucky and Wisconsin, 
Greene in all others. 

Wyandot in Ohio 

Wyandotte in Kansas, 


6.6 It is Pittsburg, Kan., and 
Calif., but Pittsburgh, Pa. 


6.7 Korean spelling varies but 
the general rule is to cut off the 
hyphenated li, ni, ri and dong 
endings: Yanchon-dong becomes 
Yanchon, but Yangdong (solid). 
Consult authoritative source. 


6.8 There is no reason for in- 
correctly using descriptions of 
animals. They are: 


Thoroughbred: horse. 

Standardbred; trotting horse or 
chicken 

Purebred: cattle. 

Pedigreed: dogs and cats. 


6.9 While not difficult of spell- 
ing, some words are incorrectly 
used: 
advice 
except 


advise 
accept 


6.10 In aviation, the preferred 
usage is “twin-engine” or “multi- 
engine”, not “twin-motor”’. A 
steam engine on a train is a loco- 
motive. 


6.11 A wife becomes a widow 
on the death of her husband. It 
is incorrect to say: She is the 
widow of the late John Smith. 

Proper: She is the widow of 
John Smith. 


6.12 Officers get leaves, en- 
listed men get furloughs in the 
army. In the navy both officers 
and enlisted men get leaves with 
this distinction: A short leave is 
a liberty. 


6.13 A flier is an aviator, flyer 
is a train. (When used as a trade 
name it is Flyer.) (See 1.16) 


6.14 Coca-Cola has trade- 
marked “Coke” and it is not to be 
used as a synonym for soft drinks. 
(See 1.16) 


6.15 Names often are correctly 
Ben, Alex or Fred. Do not con- 
tract Benjamin, Alexander or 
Frederick unless the person uses 
these forms. 


6.16 There is no “s” on for- 
ward, backward, toward, down- 
ward. 
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6.17 A knot (nautical) is a 

unit of speed equivalent to 6,080.20 

feet an hour. A vessel’s speed is 

30 knots (not knots per hour). 

Loosely used, a knot is a nautical 

mile. “Sailed 14 knots in an hour 

and a half” is a measure of dis- 
tance and not speed. 


6.18 Plurals for nouns ending 
in “ful” are formed by adding the 
““s” where a single item is meant. 
Where elements of the solid com- 
pound are separate, the “s” is 
added to the noun: 


three cupfuls of sugar (one cup filled 
three times) 

three cups full of sugar (three sepa- 
rate cups) 


6.19—A consonant after a sin- 
gle vowel and ending a mono- 
syllable or final accented syllable 
is doubled before a suffix begin- 
ning with a vowel: 
corral corralled transfer transferred 


6.20 The consonant is not 
doubled (see 6.19) when the ac- 
cent in a derivative falls upon an 
earlier syllable than the primi- 
tive: 
total totaled travel traveled bus 


buses kidnap kidnaped cancel 
canceled 


6.21 The Beaufort wind-scale: 


Calm is a wind of up to 0.5 of a mile 
an hour, and smoke rises vertically. 

A strong breeze is 25 to 31 m.p.h., and 
it whistles in telephone wires. 

A moderate gale is 32 to 38 m.p.h., and 
sways whole trees. 

é A fresh gale is 39 to 46 m.p.h., and im- 
pedes walking. 

A strong gale is 47 to 54 m.p.h., and 
breaks signs. 

A whole gale is 55 to 63 m.p.h., and 
uproots trees. 

A storm is 64 to 75 m.p.h., and does 
widespread damage. 

A hurricane is 75 m.p.h., and upwards 
and causes excessive damage. 

The differentiations for tornadoes, ty- 
phoons and cyclones are sufficiently 
understood. 
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Religious 


7.1 There is only one way to 
refer to confessions of faith and 
members and officials of those 
groups. That is the correct way. 


7.2 Member communions of 
the National Council of the 
Churches of Christ in the United 
States (official title which may 
be reduced to National Council of 
the Churches of Christ in the 
U.S.A., the National Council of 
Churches, the Council: (See 1.9) 
African Methodist Episcopal 


African Methodist Episcopal Zion 
Church 


poe ican Baptist Convention (See 

-16) 

Augustana Evangelical Lutheran 
Church 

Church of the Brethren 


Colored Methodist Episcopal Church 
(exception 1.21) 


The Danish Evangelical Lutheran 
Church of America 


Evangelical and Reformed Church 


The Evangelical United Brethren 
Church 


Evangelical Unity of the Czech- 
Moravian Brethren in North America 


The Five Years Meeting of Friends 


The General Council of the Congrega- 
tional Christian Churches 


Greek Orthodox Church in America 


International Convention of Disciples 
of Christ 


The Methodist Church (See 7.12) 
The Moravian Church in America 


National Baptist Convention of 
America (See 7.16) 


The National Baptist Convention, 
U.S.A., Inc. (See 7.16) 


Presbyterian Church in the United 
States (See 7,17) 


The Presbyterian Church in the United 
States of America (See 7.17) 


Protestant Episcopal Church (See 7.7) 
The Reformed Church in America 


Religious Society of Friends of Phila- 
delphia and Vicinity 


The Romanian Orthodox Episcopate of 
America 


Russian Orthodox Greek Catholic 
Church of North America 


Seventh Day Baptist General Confer- 
ence 


Syrian Antiochian Orthodox Arch- 
diocese of New York and North 
America 


Ukrainian Orthodox Church of America 


The United Lutheran Church in 
America (See 7.13) 


The United Presbyterian Church of 
North America (See 7.17) 


7.3. Other communions: 


Roman Catholic Church (See 7.6, 7.15) 

Church of Jesus Christ of Latter-day 
Saints (See 7.20) 

The First Church of Christ, Scientist 
(See 7.9) 


7.4 There is no national or in- 
ternational name for the Jewish 
Church. (See 7.8) 


7.5 In general, writing of cler- 
gymen, follow this style: 


the Rev. Dr. John Jones, Dr. Jones, 
the Rev. Mr. Jones (See 2.10) 

Never use: Rev. Jones. Dr. is used 
only when the degree is held and may 
be designated properly after the name 
as D.D. 


7.6 Roman Catholic usage: 


the Rev. John Smith, Father Smith. 
(Never refer to a Catholic priest 
as Mr.) 

Rt. Rev. Msgr. Jones, Msgr. Jones. 

the Most Rev. John Jones, bishop of 
the Denver diocese; Bishop Jones. 

Francis Cardinal Spellman, archbish- 
op of the New York archdiocese; Cardi- 
nal Spellman. 

A nun is Sister Mary Joseph, never 
Sister Jones. 
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7.7\ Episcopal usage: 


A deacon or priest may be referred 
to as the Rev. John Jones and the Rev. 
Mr. Jones. 

A dean is the Very Rev. John Jones, 
the Rev. Mr. Jones, Dean Jones. 

A bishop is the Rt. Rev. John Jones, 
the Rev. Mr. Jones, Bishop Jones. 

An archbishop is the Most Rev. John 
oe the Rey. Mr. Jones, Archbishop 

ones, 


An Episcopalian is a member of 
an Episcopal church. (Not Episco- 
palian church). 


7.8 Jewish usage: 


Rabbi James Wise, Rabbi Wise, Dr. 
Wise (where degree is held). Cantor 
Harry Epstein, Cantor Epstein. See dic- 
tionary for proper English spelling of 
Jewish holidays. 


7.9 Christian Science usage: 


Practitioner, Lecturer, Reader (do 
not use Rev. in any form). 

Reader John Jones of the First 
Church. 

The Mother Church (Boston church 
only). 


97.10 Church of Christ: 


No titles are used. 


7.11 Seventh Day Adventist 
usage: 
Elder John Jones, Elder Jones. 


7.12 Methodist usage: 


Pastor, Minister, Preacher, Bishop. 
Use of “the Rey. Mr.” in surname form 
is correct. 


7.13 Lutheran usage: 


In the United States: Pastor John 
Jones, Pastor Jones; the Rev. Mr. 
Jones, 

Scandinavian usage: follow same 
form as Episcopal (7.7) 


97.14 For churches not listed 
follow official usage. 


47.15 Church terms: 


Mass is celebrated, said or read. High 
Mass is sung, never held. The Rosary 
is recited or said, mever read. Bene- 
diction of the Blessed Sacrament is 
neither held nor given, Services close 
with it, 

Holy Communion. (See dictionary for 
any other.) 


7.16 It is incorrect to apply 
the term “church” to any Baptist 
unit except the local church. In 
reference to the regional organi- 
zation of Southern Baptists it is 
the Southern Baptist Convention. 


7.17. The Presbyterian Church 
in the United States is the south- 
ern group. The Presbyterian 
Church in the United States of 
America is the northern group. 
The United Presbyterian Church 
of North America is a third group. 
Be certain of the group. 


7.18 Various segments of the 
several religions are: diocese, 
area, presbytery, synod. 


7.19 Abbreviations of the Bible 
when used in references: 


Old Testament 
Amos Lam, 
Deut. Lev. 
Dan, Mal. 
Eccl. Mic. 
Esther Nab. 
Exod, Neh. 
Ezek. Num. 
Ezra Obad. 
Gen. Prov. 
Hab. Ps. Psa. (plural) 
Hag. Ruth 
Hos. Song of Sol. 
Isa. Zach. 
Jer. Zeph. 
Judg. 1 Chron. 
Job 2 Chron. 
Joel 1 Kings 2 Kings 
Jonah 1 Sam. 2 Sam. 


Josh. 


RELIGIOUS 


New Testament 


Acts Phil. 

Col. Philem. 

Eph. Rev. 

Gal, Rom. 

Heb. Titus 

James 1 Thess. 2 Thess. 
John 1 ime? crim. 
Jude 1 Cor. 2? Cor, 
Luke 1 John 2 John 
Mark 3 John 
Matt. 1 Pet. 2 Pet. 


7.20 Latter-day Saints usage: 


Pres. David O. McKay, Pres. McKay; 
Elder Harold B. Lee, Elder Lee; Presid- 
ing Bishop LeGrand Richards, Bishop 
Richards; Bishop Joseph L, Wirthlin 
of the Presiding Bishopric, Bishop 
Wirthlin. 


The Church of Jesus Christ of 
Latter-day Saints is not accurate- 
ly called the Mormon church but 
its members may be called Mor- 
mons. 
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Markets 


8.1 Commodity routine con- 
sists strictly of quotation items 
which are stripped to bare essen- 
tials with needless punctuation 
eliminated. Uniformity should be 
preserved, 


Dollar and cents signs are not 
used in this routine material and 
when the quotation is less than 
a dollar the decimal is not used. 
The hyphen (-) is used instead 
of “to” in range of routine quo- 
tations. (See 8.2, 8.5) 


8.2. Newspage stories, round- 
ups and market leads, however, 
do use the dollar sign and deci- 
mals as: 


(AP)—Stock declines ranged from $1 
to more than $5.50 a share in brisk 
trading today. 


8.3 The form for routine: 


(AP)—Salable hogs 8,000; active and 
uneven; generally 75-1.00 higher on all 
weights; sows 50-75 higher; top 23.75 
for short load; most good and choice 
sence lb 23.00-23.50; 250-270 lb 22.00- 


(AP)—Wheat 1,534 cars; 1 lower to 
3 higher; No 2 hard and dark hard 
2,.2010-2,30 (new); No 3 2.21-2.27 (new); 
No 2 red 2.1914-2,25N., 


8.4 Abbreviations in markets: 
gill (s) pt qt gal pk bu 
bbl (s) (See 2.4, 3.5, 4.6) 


The letter designations do not 
require periods: 


N (nominal) 
A (asked) 


No (number) B (bid) 


8.5 Only changes in dividend 
declarations are used unless there 
is a special situation making news 
in ordering regular dividends. 
But regular dividends of the larg- 
est corporations are news anyway. 


As a general rule, use dividend 
actions only on those stocks listed 
on the New York Stock Ex- 
change or American Stock Ex- 
change. Dividend actions of 
others, however, may be of re- 
gional interest. 


Include the dividend designa- 
tion’ used by the firm (regular, 
special, extra, increased, interim). 
Show what was paid previously 
if there is no specified designa- 
tion as regular or quarterly, etc. 


Mention should be made when 
a special or extra dividend is paid 
with the regular and includé both 
and amount of previous added 
payments as: 

(AP)—Directors of the New Way 
Steel Products Corp. today ordered 
a special dividend of $1.90 on common 
stock, in addition to the regular of 
$1, both payable Sept. 15 to share- 
holders of record Aug. 25. A special 
of 75 cents was paid June 15. 


(Note both $ sign and cents 
used) (See 8.1) 


When the usual dividend is 
omitted or reduced some firms 
issue an explanatory statement 
which should be used briefly. 
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8.6 News of corporate activi- 
ties, business and financial news, 
should be stripped of technical 
terms. (Exception to routine.) 
(See 8.1) 

Unless there is a distinctive 
identification of nature of the 
firm’s business there should be 
some explanation (word, phrase, 
sentence) of the type of business. 


8.7. Earnings chiefly are inter- 
esting because of net earnings or 
losses which result after all 
charges (including interest on 
bonds). Any qualification as “be- 
fore depreciation” should be in- 
cluded. 

The form: 


(AP)—The ABC Co., automotive 
parts makers of Detroit and Toledo, 
reported today its net income for six 
months ending June 30 was $18,456,301 
equal to $1.67 a common share, In 
the similar period last year net income 
was $12,412,006 or $1.03 a share. 


Newsworthy earnings are car- 
ried in tabular form where sev- 
eral are available (after a date- 
line introduction): 


XYZ Corp., Providence, textile pro- 
ducers, for six months ended June 30: 


1953 1952 
net income $1,378,933 x-452,881 
a share 74 cents 
net sales 24,114,396 16,513,662 
x-net loss 


8.8 In carrying store sales give 
figures for the previously com- 
parable period. If more than one 
store, the first is written in para- 
graph form and succeeding are 
given in tabular form: 

UvVwW Stores Corp. 

1953 


1952 per cent 
change 
June $7,935,450 7,482,165 ine. 6.1 
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Sports < 


9.1 There are two forms for 
baseball box scores, one for half- 
column measure and games dur- 
ing the season; the other for All- 
Star and World Series games. 

The standard box for regular 
season games: 


AMERICAN AT NEW YORK 


DETROIT AB R H RBI 
Kuenn, cf 4 met 0 
Martin, ss 4 Lid 0 
Totals pet eh EG bg} 12 
NEW YORK AB R H_ RBI 
Bauer, rf 3 0 1 0) 
a-Slaughter 1 0 O 0 
Trucks, p 1 0 O 0 
b-Larsen l 0 O 0 
c-Berra ] Y 0 1 
Totals 35 5 5 


a-Struck out for Bauer in 7th: 
b-Grounded out for Trucks in 7th: 
c-Singled for Ford in 8th. 


Deroy... ....: 241 200 003—12 
New York. ..... 000 000 221— 5 


E—none, PO-A—Detroit 27-18. 
New York 27-8. DP—F. Bolling, 
Martin and Harris; Kubek, Skow- 
ron and Richardson. LOB—Detroit 
5, New York 8. 

2B—Howard, Martin. 3B—Ka- 
line, Harris 2, Howard. HR—Man- 
tle, Skowron 2. SB — Virgil. S — 
Martin, Lary. SF—Maxwell. 

IP H R ER BB SO 
Lary (W,9-8) 772 9 4 4 3 2 
Hoett ity 2 J tired 2 
Trucks/L.1-1)/2 66 6 1 l 
x-Turley 4 me EGE ee Ly a 

x —Faced two batters in 8th. 

HPB—By Lary (Carey). Balk- 
Trucks, WP — Trucks. PB — How- 
ard. U—Berry, Flaherty, McKin- 
ley, Chylak. T—-2:54. A—-15.614. 


Where the home team scores 
the winning run in the final in- 
hing, there should be a parenthet- 
ical explanation inserted after 
“PO-A” as: PO-A—Detroit 25-18. 
New York 27-8-(1 out when win- 
ning run scored). DP—F. Bolling, 
ete. 


In half-column measure for 
TTS transmission, the standard 
box is altered: “RBI” is made “BI” 
and “American at New York” 
heading is eliminated, as are the 
hyphens between footnote letters 
and player names. 


9.2 For All-Star and World Ser- 
ies games, the style for the ex- 
panded box: 


DETROIT AB RH RBI PO A 


Footnotes are paragraphed, not 
run together as in regular season 
boxes, as: 
a—Singled for Narleski in 4th. 
b—Flied out for Spahn in 7th, 


Hitting summary (which usu- 
ally starts with “2B” includes (in 
expanded box) description of run 
scoring other than batted in as: 
SF—Aaron. Musial scored on wild 
pitch in Ist; Fox scored on double 
play in 6th. This is followed by 
pitching summary which is re- 
duced to four tabulations: 


IP H R ER 
The bases on balls and strike- 
outs are listed at start of final 
paragraph: 


BB—Turley 2 |Thomas, Spahn}, 
Narleski 1 (Aaron). SO—Turley 3 
(Banks, Mazeroski, Jones). Spahn 
2 (Mantle, Williams). 


Umpires in this expanded box 
also carry league identification as: 
Rommel (A), Gorman (N), etc. 


9.3. Short form scores: 


AMERICAN 

New York 000 830 000-11 12 0 
Philadelphia 000 000 O10— 1 8 1 
Lary. Aguirre (8) and Wilson; Monroe, 

Trucks (3), Sturdivant (8), Kucks (9) 

and Howard. W—Monroe. I.—Lary. 
Home runs—New York, Mantle (24): 

Philadelphia, Kaline 2 (16). 


(‘Add league designations in ex- 
hibition games.) 


9.4 Standings: 


AMERICAN LEAGUE 
By The Associated Press 


Won Lost Pct. Behind 
New York 64 45 .582 — 
Detroit 36 70 .340 2615 
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9.5 Baseball Statistics: 
CLUB BATTING 


American 
League G AB R H 2B 3B HR 
New York .. 99 3017 698 1202 214 48 101 
(Same heading for individual batting) 


CLUB FIELDING 


American G PO A 
Wiashin@tore vc ctvcw cies cla(s o/slara cislelaineie 117 3197 1202 
PITCHERS’ RECORDS 

National League G IP H BB SO CG 
Black, Brooklyn .......... 10 90 80 61 73 10 


BASEBALL’S TOP TEN 

Leading Batsmen 

(Based on X times at bat) X in- 
creases as season lengthens 
National League 
Player, Club GAB R H Pct. 
Musial, St. Louis....29 60 10 20 .333 

(same for American League) 

HOME RUNS 
National League 

Patfko;, Milwaukee cio. . cece ossecqesas 21 

(list four or five) 

Same for American League 


RUNS BATTED IN 
(Same form as Home Runs.) 


MAJOR LEAGUE LEADERS 
(List top five in each department by 
league) 

National League 
Batting—Musial, St. Louis, .357; etc. 
Runs— 

Runs batted in— 
Hits— 
Doubles— 
Triples— 
Home runs— 
Stolen bases— 
Pitching—Roberts, Philadelphia, 6-0, 
1.000; etc. 
Strikeouts— 
Same for American League 


RBI 
650 


SB 
42 


Pet. 
.260 


Sh. 
oO. 
12 
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9.6 Football: 


Statistics: 


(AP) — Statistics of the East-West 
game: (See 1.12, 1.13, 1.28) 


East West 
First downs 16 9 
Rushing yardage 120 70 
Passing yardage 63 29 
Passes 4-9 4-2 
Punts 6-40 3-37 
Fumbles lost 0 3 
Yards penalized 20 10 


Lineups: (same form for soccer, rugby, 
hurling, Gaelic football with the differ- 
ent initials for playing positions if side 
by side; or spelled if full column) 


EAST 


Left ends—Wightkin, Mutscheller. 
Left tackles—Martin, Toneff, Hudak. 
Left guards—Johnson, Burns, Oakes. 
Centers—Groom, Grothaus, Boji. 
Right guards—Wellner, Lally, Helwig. 
Right tackles—McGehee, Ciefelli, 
Emijewski. 
Right ends—Hart, Espenan. 
Quarterbacks—Williams, Pettibone. 
Left halfbacks—Spaniel, Zalejski, Gay. 
Right halfbacks—Cadenhead, Melton, 
Abston. 
Fullbacks—Noonan, Calvin, Compton. 


WEST 
(same order as East in above) 


Football poll; (in TTS use leaders) 


1. Michigan State (30)............. 102¢ 
(Second 10): 
SUF NEVE robe dee hee oe eee tee 43 


Where later in the season (or at the end 
of season) the records of the team are 
shown: 


There is only one All America football 
team and it is selected by The Associated 
Press. Do not refer to any player as All 
America unless he is listed in Associated 
Press selections. (See 1.28) 


9.7. Football two-point sum- 
mary: 


Army 8 6 15 6—35 
Stanford 16 7 3 2—28 
Army—Johnson 6 run (Chambers run) 


Stan—Temple 2 run (Central pass from 
Temple) 


Stan—Powers 26 run (Powers run) 
Army—Tennyson 11 run (kick failed) 


Stan—Lutz 22 pass from Chambers 
(Chambers kick) 


Stan—FG Lutz 23 

Army—Tennyson 34 pass interception 
(Lutz kick) 

Army—Brandt 22 put return (Lutz pass 
from Tennyson) 

Stan—Safety Doaks tackled in end zone 

Army—Brandt 22 punt return (Lutz pass 
(run failed) 


(Note field goal is abbreviated to FG, 
Safety is spelled out. It is not necessary 
to give any symbol for the touchdowns 
or the conversions.) 


one-point summary: 


New York 0 7 6 7—20 
Cleveland 6 0 0 2— 8 


New York: TD, Kress, (23 run), Macdon- 
ald (40 pass from Kress). PAT, O'Shea 
2. PG, O'Shea 2 (24, 36). 

Cleveland: TD, Smith (6 run). Safety, 
Balhiz (tackled in end zone). 

(Note again safety is spelled out, while 
touchdown, field goal and points after 
touchdown are abbreviated.) 


9.8 Basketball box score: 


SEATTLE G F Pon 

Baylor 8 2-4 5 18 

Brown 2 1-2 etc. 
Totals 22 12-19 17 56 

KENTUCKY G F PIE 

Beck, etc. 

Seattle 27 29—56 


Kentucky 30 30—60 

(Note no positions are given after player 
names, but five starting players on each 
team should be listed first and substi- 
tutes in order of appearance.) 


On the TTS Sports Wire, the basket- 
ball boxscore moving in half column 
agate type will carry only three columns 
—goals made, free throws made and total 
points. This is necessary to avoid exces- 
sive contraction of player names. 


9.9 Standings: (See 9.5) 


(AP)—Big Ten basketball standings: 
nference All G 

W. L. Pet. W. L. Pct 

Illinois ..... -6 O 1,000 10 4 


(Professional basketball stand- 
ings would show only one Won, 
Lost, Pct.) 
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9.10 Billiards: 
Inning scores spaced without 
punctuation, dash before total. 


9.11 Golf: 


Starting times and players with 
qualifying scores: 


9 a.m. Marvin Ward, Mid Pines, N.C. 
(73) vs. E. J. Harrison, Tuckahoe, N.Y. 


Scores: 
Ben Hogan, Dallas 
Lloyd Mangrum, 
Cieveland 


70—70—66—206 
70—70—67—207 


Finalists’ cards: 
MORNING ROUND 


Par Out 444 543 344—35 
Bulla 444 443 453—35 
Nelson 435 354 344—35 
Par in 434 454 434—36—70 
Bulla 334 454 434—35—70 
Nelson 334A 454 435—36—71 


Second day after tournament 
scores (and prizes if given): 
Ben Hogan, Dallas......, $2,500...... 206 


Pairings: 


18-hole flight: Lloyd. Mangrum and 
Julius Boros; Lawson Little and John 
Bulla; Carey Middlecoff and Jimmy 
Demaret. 


Match play: 

John Bulla defeated Jimmy Demaret 
3 and 2. (Note “and” as exception to 
other scores.) (See 4.21) 


(Where home towns are needed, 
insert after name.) 


9.12 Swimming: (same general 
form for track) 


100-yard freestyle—1, John Jones, 
Harvard. 2, Harry Harris, Yale. :51.1 

180-yard breaststroke— 

100-yard individual medley— 

100-yard backstroke— 


(Follow same form in listing 
finish and times as in first exam- 
ple. Times are shown as 1:43:34.1 
—hours, minutes, seconds, tenths.) 
(See 3.19, 4.12) 


9.13 Bowling: 


ACE DRIVE-IN 


Johnson 167 167 280 
Totals 802 903 790 


(In TTS, the side-by-side form 
of baseball box scores may be 


used.) 
Doubles: 
Miia ees ceecins 123 186 199 508 
Varipapa ...... 203 201 200 604 
Handicap ..... 20 20 20 60 
TotalSicins.c. 346 407 419 1172 


9.14 Billiards: 
Inning scores spaced without 
punctuation, dash before total. 
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9.15 Polo: 
Chukker scores spaced without 
punctuation, dash before total. 


9.16 Racing: 


Gulfstream tomorrow (Listed according to post position) 


Horse & Weight Owner Odds Jockey 
Dove Tint, 118 H. N. Boshamer 10-1 Fernandez 
Blend Rock, 118 H. Bartell 30-1 no boy 
Pee Jay, 113 Mantauk Stables 4-] Lester 


(Where there is a field, each 
field horse is designated by “f-” 
in front of the name. Where there 
are entries, those entries are desig- 
nated by “a-” “b-” etc.) 

Identify field and entries in 
footnote. 


Short form: 


Oaklawn results 
First—512 furlongs, maiden 4-year- 


olds 

Mr, Lamar (Valenti).... 4.40 3.80 2.80 
Pretty Boy (Mullins)... 7.80 4.20 
Ken’s Star (Green) .... 2.60 


Off at 3:06. Also ran: Gay Dusty, 
Memorial-Mac, Dorothy P., Free Chal- 
lenge, Co Co Cat, Slipper Fox. 


(After second race result, if 
there is a daily double it should 
be given:) 

Daily double: Mr. Lamar and Hackle 
$50.90 


Follow copy on scratches and 
selections. 

Race horses take the personal 
pronouns “he”, “she”, “his” etc. 
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9.17 Tennis: 

Tennis scores are hyphenated as 
other scores (golf excepted): 
O'Connell defeated Edwards 6-4, 3-6, 


9.18 Track summaries: (Same 
as swimming.) (See 9.12) with 
times given as 1:01:58.3 (hours 
minutes, seconds, tenths) (See 
3.19, 4.6) but headings are limited 
to distances except hurdles and 


relay, etc. 
100— 220— 220-low INE Sos = 
Mile relay— Discus—etc 


9.19 Auto race results: 
Same form as swimming and 
track with time in same form. 


9.20 Water polo and polo: 

Same lineup form as football, 
giving time of periods (or halves) 
and chukker scores in the same 
form as basketball period scores. 
List touch goals by player name 
in water polo. 


9.21 Horse shows: 

List by classes, stake, prize and 
number the order of finish. Where 
winner is graded as grand cham- 
pion or points list as required. 


9.22 Trotters: 
List name of horse and posi- 
tion of finish by heats: 


Boston Herald, 2-year-olds: Trot. 
Purse $1,500 
Natalie the Great, bf., by Peter the 
Great (Murphy) Kon pet 


9.23 Shooting: 

Name of contestant and tabu- 
lated columns for hits, handicap 
and total; or: 

First—James Warden, Santa Ana, 

98, 89—187. 


9.24—Skiing: 

Tabulate with name of con- 
testants and distance of jumps 
in order made and points. 


1st 2nd 
niches ump Jump Points 
1. Tokle, Norway .. 141 158 215.9 


9.25 Yachting, sailing, motor 
boating: 

List name of boat (omit ‘“The”) 
and give elapsed time and cor- 
rected time; or list in order of 
finish where time is not factor; 
list by heats and give winner and 
time, concluding with point score. 


9.26 Boxing: 

There are several forms of list- 
ing boxing events. Where a tour- 
nament is conducted in classes: 

Lightweight—John Jones, Des Moines, 
knocked out Sam Smith, Chicago, 3. 

Where classes are identified by 
weights: 

112-lb class—John Jones, Des Moines, 
stopped Sam Smith, Chicago, 4 

Where actual weights are given: 


Jack Dempsey, 19942, Salt Lake City, 
ie os aches. uis Firpo, 212, Argentina, 


(Note: knocked out instead of 
KO'd; stopped instead of T.K.O. and 
outpointed instead of defeated.) 


9.27 In listing a number of 
scores, use the comma after the 
first score: (See 3.10, 4.21) 
Harvard 2, Yale 1 
Brooklyn 6, Cincinnati 5 (11 innings) 

Other forms: 

Harvard beat Yale 2-1. 

Brooklyn beat Cincinnati 6-5 in 11 

ngs. 
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Teletypesetter Forms 


10.1 Teletypesetter (TTS) 
transmission must meet certain 
requirements of copy handling. 

Revision of previously trans- 
mitted material must regain justi- 
fication. Changing a single char- 
acter in a line means re-trans- 
mission of the entire line, Chang- 
ing a word, or phrase, may mean 
re-transmisison of several lines 
to regain justification, (See 11.24) 


10.2 Where material is trans- 
mitted that is not to be cast, a 
visible warning should be punched 
in the tape. The form varies ac- 
cording to state preferences: “NO 
TYPE” or “DO NOT CAST”. Ma- 
terial after such warning may be 
sent in unjustified lines. Before 
resuming transmission of justified 
lines, another visible warning is 
needed in the tape: “TYPE NOW” 
or “CAST NOW”. These also 
should be sent to be readable 
on monitor printers, as well as 
castable in type. (The visible per- 
forations make a meaningless 
jumble on the monitor and in 
type. (See 10.15, 10.22) 


10.3 When type size transmis- 
sion is changed, warnings should 
be given visibly in tape (and 
readable on the monitor and in 
type) as: “SWAP TO AGATE” or 
“SWAP TO BODY”. The opposite 
warning is sent when the change 
is reversed, 


10.4 Identification slugs must 
be sent in justified lines, Such 
slugs identify material by num- 
ber (both visible in tape and read- 
able in type or monitor printer) 
and often carry a key word identi- 
fication in addition to the opera- 
tor signature, transmission time 
and day of month. Some circuits 
carry a letter identification ahead 
of the number as TA24, C20, etc. 
Usually the single letter “A” in 
front of a number indicates agate 
transmission, and a single “B” in- 
dicates body transmission. 


10.5 Number sequence and 
continuity MUST be maintained. 
(See 11.6) 


10.6 Datelines are capitalized 
and except for major cities, or 
generally known cities, also carry 
the state or country. State relays 
may delete the state as preferred 
(See 10.14) 


10.7 Dates are omitted from 
datelines in the afternoon paper 
TTS report, included in the morn- 
ing paper TTS report (See 10.14) 


10.8 Bylines and credit lines 
follow several forms, Bylines are 
bold face, centered (except for 


et, 3? 


y in “By”’). 


By DAVID J. WILKIE 
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10.9 Where identification is re- 
quired, the form: 


By ALTON L. BLAKESLEE 
Associated Press Science Reporter 


the identification being in bold 
face, caps and lower case, cen- 
tered. 


10.10 Where the AP byline re- 
places the logotype: 


By THE ASSOCIATED PRESS 


and if a “Copyright 1953” is used, 
it is in bold face, caps and lower 
case, centered. 


10.11 Where a story is written 
by someone for The Associated 
Press: 


By CASEY STENGEL 


Manager New York Yankee Base- 
ball Team 


(Written for The Associated 
Press) 
Optional additional line: 
(Last of Four Articles) 


the additional line being bold 
face, caps and lower case, cen- 
tered. 


10.12 Editors’ Notes take dif- 
ferent forms. The non-publishable 
form: 

(Editors—The following dis- 
patch contains material which 
may be objectionable to some 
readers.) 

Such a note is followed by a 
3-em dash, indicating a break in 
the matter. 


The publishable form: 


Editor’s Note—Trapped in a 
cave, Donald Ames _§ scribbled 
notes in the darkness describing 
his wait while rescuers fought 
through many rock slides to 
reach him. “It was tough,” he said, 
“to write without seeing what I 
was putting down. Some of the 
things I couldn’t even read when 
I got out.” 

Here is his story as he wrote 
it from what notes he could de- 
cipher. 


By DONALD AMES 


(Written for The Associated 
Press) 


(The dateline, logotype and 
story after the publishable edi- 
tor’s note should be light face.) 


10.13 The forms for numbers 
and slugs: 


TA5 eesswyyf w230aes 27 


In the foregoing; TA65 is print- 
able; eesswyyf is the garble rep- 
resenting the “TA5” punched 
visibly in tape; w230aes is the 
operator signature and time and 
27 is the day of the month (See 
10.4) 
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10.14 The datelines: Afternoon 
paper report: 
PRINCETON, N. J. (AP)—The 


Morning paper report: 
ROME, May 1 (AP)—Premier 


10.15 Non-publishable notes, 
messages, wirephoto advisories 
and such material may be sent in 
ragged lines to avoid the likeli- 
hood of being printed. Such send- 
ing would mean that characters 
wouldn’t fill the line (but the lines 
would be quadded out at the blank 
ends for justification in each line) 
and this would be a warning the 
material is not to be printed. 


10.16 Adds, leads, inserts and 
special department material are 
slugged as: 


FIRST ADD GOTHAM 
SPORTS 


LEAD PARIS 
INSERT WASHN COURT 


and, of course, sufficient other in- 
formation as needed to identify 
the previous and indicate where 
the changes are to be made or ma- 
terial is to go. (See 11.7) 


10.17 A departure from the 
foregoing (and necessary for 
clarity) is handling of corrections 
and kills, To make these stand 
out, the slugs are sent all caps: 


CORRECTION 
NEW YORK USO 4th graf 
said it was the fourth time in 


(That corrects line to read 
fourth instead of third and no 
other identification is required 
Since the first word of the line 
is the same as the original and 
the line remains justified.) 


CORRECTION 
NEW YORK USO 
sub for 10th graf Jones x x x 
Jones said that in all the years 
he had been connected with the 
organization he never had seen 
such a turnout. 
It was x x x 11th graph 


(The whole paragraph was 
subbed to correct a dropout “had 
been connected with the organi- 
zation he”. This required identi- 
fication of the paragraph being 
corrected and the start of the 
next good paragraph.) 

The folio should be included 
in identification of story in addi- 
tion to dateline and subject. (See 
11.7) 
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10.18 Additional warning must 
be given for kills. The entire ma- 
terial is handled in caps. The 
form: 


TA5 eesswyyf w230aes 27 


BULLETIN KILL 


NEW YORK—KILL STORY 
JOHN DOE ARRESTED (TA2). 
DOE NOT ARRESTED. AP 


(The foregoing should be fol- 
lowed immediately by:) 


EDITORS 


NEW YORK—STORY JOHN 
DOE JAILED (TA2) HAS BEEN 
KILLED. A KILL IS MANDA- 
TORY, MADE CERTAIN THE 
STORY IS NOT PUBLISHED. AP 


10.19 Where only a paragraph 
or part of a paragraph of a 
lengthy story is to be killed, the 
kill note should identify the loca- 
tion by the opening and closing 
of the paragraph and a sub para- 
graph sent. On short stories, the 
preferred form is to kill the en- 
tire story and send a sub—or send 
a note to editors explaining why 
a sub is not being sent. 

(See 11.9) 


10.20 Identification lines for 
TTS advances are limited to 
necessary information such as re- 
lease embargoes. Any matter not 
intended, or needed, for publi- 
cation purposes is eliminated. 
(This is a variation from the all- 
cap Teletype report.) 


The forms: 
Advance for 11 a.m. EST today 


Advance hold for release expected 
about noon 


Advance for AMS Sunday May 24 


10.21 Aclosing “End Advance” 
should be used. 


10.22 Where advance is trans- 
mitted further ahead than the 
current cycle (days or weeks 
away) there should be punched 
visibly in tape “ADVANCE”. The 
form of an advance sent May 15 
for use May 23 would be: 


TA83 eessryyrzyy mk1238aed 15 
sszzcktkecessevelbylzyy 
Advance for AMS Sat. May 23 


By GEORGE W. CORNELL 
NEW YORK, May 22 (AP)— 


(The garbled line between 
“TA83” and “Advance for” is the 
visible “ADVANCE” in tape. 
(See 10.13) 


(10.23 Where advance (or oth- 
er) material runs more than 150 
lines of monitor copy, it should 
be made “MORE” and the next 
take should be slugged “Galley 2 
Cornell advance”. No pickup line 
is required. The form: 


quarters here, 


MORE 


TA84 Galley 2 Cornell advance 
sszzcktkecessevezyy 


Special institutions to train 
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10.24 Where a part of a story 
Is embargoed for release at a cer- 
tain time, it should be trans- 
mitted separately as an insert and 
should be flagged with the em- 
bargo time. 


10.25—Where parenthetical 
matter is not easily determined 
(because lack of this character on 
monitor printers) some identifica- 
tion should be provided. This may 
be in a note to editors saying 
parentheses are needed for a cer- 
tain paragraph, or paragraphs; or 
the parenthetical matter may be 
sent separately as an insert with 
the notation that it is parentheti- 
cal matter. (See 3.27) 


10.26 In long lists of names, 
they should be broken into para- 
graphs every six or eight lines. 


10.27 Identifying addresses of 
persons in accidents or other 
events where there are multi- 
point names but single point in- 
terest in only one name should 
be sent in separate paragraphs 
(not run in). This permits easy 
discard of unwanted material. 


10.28 In textual matter, the 
Signature should be in capitals, 
flush right. Title, date and other 
descriptive matter following the 
name (or names) also should be 
set flush right, upper and lower 
case, In treaties or other textual 
or story matter where signatures 
are of equal importance and occur 
together on one line, such signa- 
tures should be set flush left and 
flush right with white space be- 
tween, running over names if 
necessary to preserve this form. 


10.29 Weather table: 


Temperature and precipitation in 
inches for the 24-hour period ending 
at 7:30 p.m. EST. March 20, 1953. 


Temp. Precip. 
High Low (T-Trace) 
Aristook .... 90 60 T 
Beaumont .. 92 72 30 


Calgary .... 80 56 i 
ARISTOOK and vicinity: Generally 
fair and warmer today. High 65-70. 


10.30 Weather short form 


NEW MEXICO: Partly cloudy 
and warm Saturday, mostly 
cloudy and continued warm with 
showers and possibly thunder- 
storms Saturday night and Sun- 
day, clearing and cooler Sunday 
night. 

(Use “today,” “tomorrow” where 
that is form.) 


10.31 Land Descriptions: (See 
2.3, 3:4) 


SE}2NW145 sec. 2 T. 10 S., R2E. 

lot 3, NW%2 sec. 2, T. 9S. R2W. 

S%4 sec. 10, T. 9S., RGE. sixth principal 
meridian. 


10.32 Book Reviews: 


I WAS THERE, By John Doe, Scran- 
ton, Pa., County Press. $3.00 
John Doe has been around and his 
keen observations have been put into 
this absorbing volume. Travelers will 
find many things in this book that they 
overlooked and they will wonder how 
come. 
John Henry 


10.33 Football selections: 

TENN. OVER MISSISSIPPI: 

Chances are Tennessee is about 
two touchdowns too strong for 
Mississippi. 

MARYLAND OVER NORTH 
CAROLINA STATE: The best 

In lumping sectional selections, 
each group is headed: 

SOUTH 
MIDWEST 

and the selections follow as 
straight matter, 
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10.34 All items on TTS should 
be ended with.a 9-em dash. (Note 
10.23 exception when lengthy ma- 
terial is divided.) 


10.35 On lengthy stories, the 
wordage should be included in the 
identification slug at the start. 


| 
| 
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Miscellaneous 


11.1 The all-cap printer report 
and the TTS report differ in the 
manner of handling developing 
stories. The general practice on 
TTS is to combine bulletin and 
bulletin matter into one piece 
(circumstances will dictate 
whether, and how, this shall be 
done, considering the time limita- 
tions, wire conditions, deadlines, 
member preferences). 


11.2 On the all-cap circuits, 
however, important news is ex- 
pedited through a short, publish- 
able BULLETIN to be followed 
immediately (or soon as possible) 
by BULLETIN MATTER ADD or 
ADDS bringing in the additional 
information. The bulletin should 
be the shortest possible statement 
of a situation. 


11.3 The bulletin matter add 
should not exceed 200 words and 
should be separated by folio num- 
bers in 50 word takes with the 
signoff at the conclusion of the 
final folio. 


11.4 The next most expeditious 
handling is “95” which signifies 
material just less than bulleitn 
character and more than ordinary 
material. A 95 schedule is prefer- 
able in all cases. Such 95 should 
not exceed 200 words. 

The FLASH seldom is used be- 
cause one line bulletin moves as 
fast and is publishable. 

If used, the flash carries the 
slug, .point of origin, dash and 
statement as: 


FLASH 


WARM SPRINGS—ROOSEVELT 
DIES 


11.5 Stories should be deliv- 
ered with a minimum of breaks. 
To aid in this, the wordage of a 
story should be bracketed at the 
Start as an indication whether to 
make the story “more”, “bust it” 
or wait until conclusion. 


11.6 Bulletin matter adds and 
leads should be numbered in se- 
quence and should provide pickup 
guides. The AMS report slugs are 
“NIGHT LEAD” and “SECOND 
NIGHT LEAD” and so on in se- 
quence, (See 10.5) 


11.7 Pickup lines in adds 
should include the folio of the 
previous and key words of the 
conclusion of prior matter. “Pick 
up previous” must be avoided in 
leads. 


(See 10.16) 


Where a story is developing 
(as a convention) the act-by-act 
account is slugged “RUNNING” 
and the summations are slugged 
“LEAD” properly numbered in 
sequence, 


56 AP STYLE BOOK 


11.8 It should be the general 
practice to keep multi-point stories 
under a single dateline though de- 
velopments may be available from 
other areas. 

Some multi-point stories, in- 
cluding foreign roundups, or do- 
mestic weather, etc., preferably 
are handled as UNDATEDS. 

Similar or related news break- 
ing in different places may call for 
use of a “PRECEDE” slug. For 
example: Washington announces 
a grand jury indictment made in 
Denver before the information is 
available in Denver. When the 
story is available at the source, a 
“PRECEDE” from Denver either 
would pick up some of the Wash- 
ington story, or be completely 
self-contained—but under a Den- 
ver date. 


11.9 Material dangerously un- 
privileged, undesirable or inac- 
curate should be taken from the 
report with a KILL: 

BULLETIN 

NEW YORK—KILL STORY OF JOHN 
DOE ARRESTED. (A100). DOE NOT 
ARRESTED, THE AP. (See 10.18) 

The KILL is followed immedi- 
ately by a note: 

EDITORS—THE STORY JOHN DOE 
WAS ARRESTED HAS BEEN KILLED. 
A KILL IS MANDATORY, MAKE 
CERTAIN THE STORY IS NOT PUB- 
LISHED, THE AP. 

The note should explain specifi- 
cally why the story has been 
killed instead of using a general 
term as “dangerous”. 

The KILL and NOTE are fol- 
lowed soon as possible by a sub, 
or a note explaining why a sub 
cannot be sent. 

Where only a portion of a story 
is killed, the wording should be 
altered to fit and make clear just 
what is being done. 

Kill notes must be repeated in 
the following cycle. 


11.10 There may be need to 
ELIMINATE a story because it is 
old, trivial, erroneous without be- 
ing libellous or a duplicate of 
something already in the report. 
This is done with an ELIMINA- 
TION, bulletined if necessary, 
with an explanation why. If the 
elimination is to correct a minor 
misstatement, a sub should be sent 
if there has been any considerable 
time lag between the original and 
the elimination. 


11.11 Rerun (repeats) are 
made “FOR ALL NEEDING” or 
for a specific point and should in- 
clude the folio, dateline and sub- 
ject in the slug. 


11.12 Corrections should carry 
the folio, dateline and subject as 
well as necessary identification for 
locating the error: 


CORRECTION 

LONDON SECOND LEAD CHURCH- 
ILL (A217) 7TH GRAF BEGINNING 
“THIS PROBLEM X X X” MAKE IT 
READ X X X THE ANGLO-RUSSIAN 
X X X (INSTEAD OF FRANCO-RUS- 
SIAN) THE AP 


Corrections should not contain 
excuses. 


11.13 The NOTE TO EDITORS 
is used to inform, The note may 
be about upcoming material, tell- 
ing members AP is after a story, 
disposition of staffers on a major 
event or give other helpful infor- 
mation. 


11.14 The INSERT may be 
new material, revision of textual 
matter by the source, or other 
change not covered by a correc- 
tion. The INSERT should not be 
used as an alibi for error in under- 
standing or covering up an un- 
trustworthy source, 


11.15 Occasionally there is a 
several-cycle time lag before an 
error is overtaken. This requires 
a CORRECTIVE which is a cor- 
rect story carrying the CORREC- 
TIVE slug and identifying the 
previous incorrect story by folio, 
dateline and date. In some cases 
(libelous) there should be a cau- 
tion heading ‘Papers which 
printed (describe the story, date- 
line, folio, date and time moved) 
are requested to print the follow- 
ing”. 

In no instance shall the story 
say “The Associated Press re- 
grets” or is “glad to correct” the 
story. The story should explain, 
however, whether the error was 
by the Associated Press or the 
source. Don’t be vague about 
what is being made right. Say 
what was wrong with the orig- 
inal. 


11.16 Movement of advance on 
the all-cap printers requires full 
identification. (See 10.20 for TTS 
usage) 


News sources issuing advances 
may fix a specific time for auto- 
matic release, or no exact time, or 
specify that the matter is for flat 
release to AMS or PMS. 

In the case of flat releases, the 
AMS copy is slugged for release 
at 7 P.M., Eastern Standard Time, 
except when daylight saving time 
is in effect, when it is slugged for 
release at 6 P.M. EST. Similarly, 
flat PMS releases are slugged for 
use at 7 A.M. EST (or 6 A.M,, 
EST, during daylight saving time). 


The example of all-cap slug: 


ADVANCE FOR USE AT 7 A.M., EST. 
MONDAY, JUNE 29. 
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If the advance is a text or ab- 
stract of a speech, and delivery 
time is specified, include it in the 
slug, as follows: RADIO DE- 
LIVERY TIME 11 AM., EST. 
Omit the “RADIO” reference if no 
delivery time is set. 


Where the AP fixes the time of 
release: 


ADVANCE FOR PMS MONDAY JUNE 

29 (or AMS) 

Where there is an exact time of 
release: 

ADVANCE FOR USE AT 2 P.M. EST 

MONDAY, JUNE 29 

Where advance is contingent on 
delivery, or happening: 
ADVANCE HOLD FOR RELEASE EX- 

PECTED ABOUT 1 P.M. EST MON- 

DAY, JUNE 29 (Where the time is in- 

definite, the slug should read “HOLD 

FOR RELEASE, TIME OF WHICH IS 

UNCERTAIN” and leave off the date.) 

Advances should close with 
END ADVANCE FOR (whatever 
the time element) MOVED (give 
date of movement). 

When unusually important ad- 
vance material is moved an addi- 
tional caution should be used as: 
CAUTION NOTE RELEASE 
DATE, A separate note to editors 
also 1s advisable in such cases. 

Advance moved on a “hold for 
release” basis is released by bul- 
letin: BULLETIN WASHINGTON 
RELEASE BUDGET ADVANCE, 
INCLUDING REGIONAL AD- 
VANCES and in the next cycle 
editors are told that those ad- 
vances were released in the pre- 
vious cycle. 

Where advances have not been 
released as expected, editors 
should be so advised and cau- 
tioned against premature use. 

Where both spot stories and 
advances on the same subject oc- 
cur, editors should be advised by 
subject, folio of the situation. 
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11.17 Again differing from 
TTS, the all-cap wires carry AD- 
VANCE ahead of the dateline: 
(ADVANCE) WASHINGTON, etc. 


11.18 Biographicalsketches are 
released in a separate note to edi- 
tors on the death of the subject. 
EDITORS ATTENTION IS 
CALLED TO BIOGRAPHICAL 
SKETCH 4321, JOHN DOE. 


11.19 AP Newsfeatures handles 
stories by both wire and mail. 
Wire copy may move either spot 
or in advance. 

The various slug identifications: 
(See 10.20, 10.21, 10.22, 10.23 for 
TTS exceptions) 


ADVANCE FOR AMS SUNDAY. JUNE 
21 FROM AP NEWSFEATURES 


Where advance is moved sev- 
eral days ahead: 


ADVANCE FOR AMS SUNDAY JUNE 
28—NOTE DATE—FROM AP NEWS- 
FEATURES 


The “AP Newsfeatures” desig- 
nation is not repeated at the end 
of advance. The sign off: 


END ADVANCE FOR AMS SUNDAY 
JUNE 28, MOVED JUNE 20 


The form for corrections in 
APN wire advance: 


(ADVANCE) AP NEWSFEATURES 
CORRECTION 


Mailed page corrections sent by 
wire: 
AP, NEWSFEATURES PAGE CORREC- 


APN copy which is not advance 
is designated only by cycles: 


AP NEWSFEATURES FOR TUESDAY 
PMS (if sent in Tuesday early. Same 
form any other day, and for AMS.) 


APN specialists’ bylines: 


By ALTON BLAKESLEE 
AP SCIENCE REPORTER 


APN Staff writers: 
By SAUL PETT 
AP NEWSFEATURES WRITER 
(The AP logotype is included 
in the dateline also) 
When one writer substitutes for 
another in a regular assignment: 


By STAN SWINTON 
(For Hal Boyle) 


11.20 The Associated Press or- 
dinarily does not carry denials of 
stories not carried by the AP 
but editors may be informed in 
notes. Denials are carried, how- 
ever, when they make news. 


11.21 All wire notes should be 
dated as part of the sign-off. 


11,22 Messages. 

Urgent messages are “95” and 
should be urgent and necessary. 
Schedules of near-bulletin news 
should be “95”, 

Messages for all points are 
deli Wy Acca 

Market, financial, messages are 
OTe. 

Messages dealing with the tabu- 
lar service are “TAB”. 

Messages for a point on an- 
other circuit are addressed by 
initial to the control point, with 
the ultimate point spelled: 

AX FOR MEMPHIS. The re- 
turn message is signed: MEMPHIS 
VIA AX. 


11.23 Message schedules should 
be brief, informative and include 
wordage of the offering and desig- 
nate the wire at which the story 
is aimed. 

Where a speech has been cov- 
ered in advance and transmitted 
with a “prepared for delivery” 
statement, it is corrected after de- 
livery to read “delivered” when 
that is true; or “read by” if that 
be the case. In scheduling such a 
change, say: 


NY AAA JONES oo A168 DE- 


LIVERED NOTE 


11.24 TTS form would require 
resending the paragraph to regain 
justification. (See 10.1) 
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11.25 Requests and arrange- 
ments for handling spot news 
roundups in the general service 
are subject to clearance with and 
authorization by the New York 
General Desk. This applies speci- 
fically to all cases where a bureau- 
by-bureau call for news informa- 
tion is involved, including round- 
ups of editorial comments. Some 
roundup responsibilities are fixed, 
as a matter of routine; for ex- 
ample, Chicago handles weather, 
holiday fatalities, and strikes. 


Editorial comment roundups 
may be ordered and a bureau 
designated to handle. The decision 
will be made by New York. 


11.26 AP World Service re- 
quests should be slugged plainly 
to insure attention. Messages 
should specify “AP World”. News 
for Far Eastern points should be 
channeled to San Francisco but 
also should reach New York if 
there is any European interest, 


Matter for Latin America 
should be slugged as other AP 
World copy except that it should 
be channeled only to New York. 


Time will be saved and mes- 
Sages minimized by including 


home towns and addresses of for- 
eigners in such copy. 


11.27 Wide World is a supple- 
mental feature picture service for 
AP members and bureaus and 
also a commercial service depart- 
ment. It operates in conjunction 
with APN, 


11.28 Bureaus and sending sta- 
tions on the Wirephoto network 
schedule verbally to the New 
York monitor. 

The basic and vital information 
is content of the picture. There 
should be a brief assessment of 
value, whether worth general dis- 
tribution or only regional. If re- 
gional, the scheduling should go 
indicate at the outset. Since the 
Wirephoto network operates the 
Same aS a news wire, the most 
useful picture for the most points 
will be taken first. 


11.29 Captions must be com- 
plete, and accurate, basic about 
interesting facts of the picture 
and answer obvious questions 
Which may be needed a thousand 
miles away. Captions insofar as 
possible should stand with the pic- 
ture without having to lean on a 
news story for essentials. 

First names, titles, identifica- 
tions are basic. Nicknames should 
be avoided. Unusual circumstances 
under which a picture is taken 
often are pertinent and should be 
included, 
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corrections are handled on the 
same principle as in the spot news 
report except that all Wirephoto 
matters are channeled through the 
New York Wirephoto desk. 

Kills and important corrections 
are handled on the trunk news | 
wires and backstopped on the net- | 
work by roll call. Consult the New 
York desk promptly on kills, elim- 
inations or corrections. 

Eliminations usually are han- 
dled by roll call on the network . 
unless the elimination is several 
hours old when it is handled on 
the news trunk wires from the 
New York Wirephoto desk. Re- 
gional eliminations are handled : 
on network splits after consulta- 
tion with the New York desk by 
the bureau involved. 


11.30 Kills, eliminations and 
: 
: 


61 


62 AP STYLE BOOK 


63 


AP STYLE BOOK 


Proofreader Marks 


ATIIENS, (AP)—If it is the 
is over.| Now it will be the first 


t ast attempts, 
Cant this the conquering is to 
: ee ts : 
according to +#&this compendi- 

ed 
the] Jones{Smith}firm is not in the 
over a period ofGixty) or more in 
there wereQ)in the party at the 
Ada{Oklahoma)is in the lead at 
the Ga) man is to be among the 
prince cdward said it is his to 
accordingly Lis will be done 
the acc yser pointed to them 
infhese times it is necessary to 


Zia Wee 
the order for the teter devices 


paragraph 
paragraph 


no paragraph 


elisions 
transpose 
use figures 
spell 
abbreviate 
spell 
capitals 
lower case 
join 
separate 


retain 


bold (black) 
face centered 


BF or BF i] By The Associated Press @ 


J. R. Thomas] 


flush right 


(A. B. Jones Co. 

presidentAin a fine situation 
space (also 30 at end of item) 
quotation marks, apostrophe 
comma 

period 

hyphen 

dash 

aunt (underline a u) 


done (overline n 0) 


fiush left 


caret 
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members of The Associated Press and to schools of 
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Additional copies are available to members, 
schools and libraries at the following charges which 
cover production, handling and mailing: 

Single copies $1.00; three copies $1.50; ten copies 
or more 25 cents each. 

Limited quantities will be available to other 
organizations at $1.00 per copy. 

For copies or information write Traffic Depart- 
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